1116 - INTERNAL AUDITOR

NATURE OF WORK

This is highly respongble financid and adminidrative work planning, directing and participating in the
activitiesof theInternal Auditing Division of the City. Isresponsiblefor supervising and directing operations
in the providon of financid and performance audits of City depatments, programs and externd
organizations having acontractua relationship with the City. Theincumbent exercisesan extensve degree of
resourcefulness, initiative, judgement, and professond and managerid knowledge in reviewing and
gppraising theadequacy of variousfinancid operations, ng the extent of compliance with established
policies and procedures, ascertaining the extent to which assets are accounted for and safeguarded from
losses, discerning the reiability of management data, and recommending operating improvements.
Supervison is exercised over agtaff of professond and clericd employees. Generd direction isreceived
from the City Manager or designee who holds the incumbent responsible for the attainment of desired
objectives and for the professiona management of his’her department.

ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES

Egtablishes policies for the audit activity and directs technical and adminigrative functions.

Develops and Publishes an Annua Audit Plan which contains al audits to be performed and ~ daff
assgnments; Monitors and reports progress made toward completion of Audit Plan.

Reviews, revises as necessary, and approves Audit Programs developed by the Auditors, showing
individua audit scope, objectives, steps to be taken in the performance of the assigned  audits.

Trains, provides guidance to audit staff in the performance of assigned audit projects, Evauates the job
performance of the Auditors, Reviewsand gpproveswork paper/documentationfiles developed by the
Auditor during the performance of audits.

Reviews, revises as necessary, approves and publishes various audit reports, follow-up reports, memos,
|etters, spreadsheets, etc.

Conducts meetings and corresponds with the City Manager and other gppropriate City management,
makes presentations or discusses audit findings, recommendations, and compliance status.

Conducts meetings and corresponds with outside agencies, management firms, concessionaires, utilities,
lessees, etc. who are the subject of our audits regarding audit findings, recommendations and compliance
datus.

Authorizes the publication of reports on the results of audit examinations, including  recommendations for
Improvemen.

Personally performs specia project research, analysis, etc. when assgned by the City Manager or designee.
Obtains gppropriate supporting documentation.

Develops work paper files and writes ports which are digtributed to the City Manager and other
appropriate City management.

Reviews, revises and prints various reports, memos, spreadsheets, database reports, etc. and to make
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inquiriesinto variousfinancid and operational computer bases databases and printsavariety of reports
and andyticd information resding in  those databases.
KNOWLEDGE, SKILLSAND ABILITIES

Thorough knowledge of governmenta accounting, office management, and the principles of public and
business adminigration in their gpplication to governmenta accounting.

Thorough knowledge of dl Federa, State, and Loca laws, ordinances, rules, regulations and guidelines
pertaining to fiscal management of government agencies, including those funded by federd grants.

Thorough knowledge of generaly accepted accounting principles, public finance adminigration and interna
control systems and their methods and gpplication to the development, ingtdlation and audit of
governmental accounting systems.

Thorough knowledge of the specid principles, practicesand procedures of auditing with referenceto public
finance and governmenta accounting.

Thorough knowledge of supervisory principles and practices.

Thorough knowledge of the principlesof public personnel adminigtration and of City personnd policiesand
procedures.

Considerable knowledge of the organi zation and operating activities of departments and agenciesassgned
for audit.

Ability to use advanced professond knowledge of the principles of auditing and public adminigtration to
formulate departmenta policy and control departmentd activities.

Ability to plan, organize and supervise, through various levels of executives and supervisors, the work of
subordinates in a manner conducive to full performance and high morde.

Ability to delegate the authority to subordinates necessary to complete responghilities in varied
departmentd activities.

Ability to exercise judgement and discretion in devising, ingdling and interpreting departmenta and City
policies, rules and regulations.

Ability to establish and maintain effective working reationships with senior City management, officids of
other public and private organizations, and officids of City departments.

Ability to communicate clearly and concisdly, verbaly and in writing, to groups and individuas.

Ability to evduate resultsin achievement of departmenta goals and objectives and to redirect efforts and
priorities as needed.

Ability to andyze and interpret accounting data, devise audit procedures and techniques or specidized and
generd accounting systems.

Ability to supervisethe preparation of complete and accurate accounting reports and statements, including
those of acomplex nature.

Ability to exercise sound judgement in the gpplication of audit sandards and principlesto complex auditing
problems.

Ability to keep informed on laws, legd opinions, regulations and standards rel ating to the conduct of audits
in City departments and externa agencies.
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MINIMUM REQUIREMENTS

Bachelor=s degree in Business Adminigration, Accounting, Finance, or ardated fiedd. At leest five (5)
years of progressively responsible auditing experience with aminimum of three (3) yearsin a supervisory
capacity. Additiond related experience may substitute for education on ayear-for-year bass. DES RES:
MBA and/or CPA and/or CIA. Government experience.

PHYSICAL REQUIREMENTS

Must have the use of sensory skillsin order to effectively communicate and interact with other employees
and the public through the use of the telephone and persond contact. Physical capability to effectively use
and operate various items of office related equipment, such as, but not limited to, persona computer,
cdculaor, copier, and fax machine. No sgnificant sanding, waking, moving, climbing, carrying, bending,
knedling, some crawling, reaching, and handling, Stting, sanding, pushing, and pulling.

SUPERVISION RECEIVED

Generd direction is received from the City Manager or designee. Work is performed with considerable
independence of action.

SUPERVISION EXERCISED

Supervision is exercised over a gaff of professona and clerica employees. Incumbent isheld responsible
for their work.
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